How to Submit Proposed Documents in Maricopa County

Submitting a Proposed Order or Proposed Judgment as a main/lead document

Allowed formats: doc, docx

022321 V1.1

1. The option to file a proposed order or judgment is only available if you selected ‘Yes’ tothe ‘First

Appearance Fee’ question in ‘Section 1: Getting Started.’
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In ‘Section 3: Action Information’, on the ‘Main Document — Select’ screen, select the box next to

‘ ’
Order’.
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3. Select ‘Proposed Order/Judgment’ from the drop-down menu.
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4. Attachyour document on the ‘Review and Prepare your Documents’ screen. Clickon the ‘Attach’

link next to ‘Proposed Order’ under the ‘Attach Your Documents’ section
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A Enter the document title without special characters.

B. Press the Browse button. A pop-up window will open. Select your saved file from the
Choose File to Upload dialog box and press the Open button. You can upload any single
file up to 10MB. The chosen document must be submitted in an editable format such as

.doc or .docx.

C. Press the Save Button. Depending on the size of your file, this attachment process
could take several minutes. When the attachment process is completed, this Attach

Document window will automatically close.

Attach Main Document

Cnly MS Word documents (0o or .doC) can be attached for this Document Type:

Alliowed attachment exlensions. doc,doc
Document Type Proposed Order/Judgment

1

Title/Description *
Attach Main Document Choese File Mo file chosen

Submitting a Proposed Order or Proposed Judgment as a connected (supporting) document

Allowed formats: docx, odt
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1. In‘Section 3: Action Information’, on the ‘Main Document — Select’ screen, select the box next to
the categorythat best describes your lead document, then select the appropriate document
description from the drop-down menu
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Main Document - Type
Check ona main document tppe and select the document bedow
Mote: If your specific document fype is nol avadable in the drop down boo. select the general description of your document (for example, Mabion)

2. Attachyour main document on the ‘Review and Prepare Your Documents’ screen. Clickon the
‘Attach’ link next to the lead document you have selected under the ‘Attach Your Documents’

section. The lead document must be submitted in a PDF format.
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Attach your main document here. Any proposed orders o othor supporting documents must be attached separately, do not include them in the main document. If the only document to be
attached is a proposed order, it should be attached as the main document. The order and 9

will not be file stamped. Only cne proposed order can be submitted per

In Word format. |f submating 8 Word version, do NOT attach a PDF version of the same document

orders may be
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Attach Supporting Documents
Instructions: Yo attach a supporting document, please click on the "Attach’ link on the right. You can attach up to 25 supporting documents to this main
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3. Attachyour proposed document as a Supporting Document. Click on the ‘Attach’ link next to
‘Attach Supporting.

Attach Your Documents | jnfo
Attach your main document here. Any proposed orders or other supporting documents must be attached separately. do not include them in the main document. If the only document to be
attached is a proposed order, it should be attached as the main document. The proposed order and supporting documents will not be e stamped. Only one proposed order can be submitted per
filing

Microsoft Word - Only proposed orders may be subméted in \Word format. 1 submitting a Word version, do NOT attach a PDF version of the same document

’A ) Notice™ G Attach (L View (3 Remove
Attach Supporting Documents >
Instructions' To attach a supporting document, please click on the ‘Attach’ link on the right You can attach up to 25 supporting documents to this main b View (3 Remove

document

Attach Supporting Document

Cnly MS Word documents [ doc of .doc) can be attached for this Docurnent Type

Allaed altachment extensions. oo oy
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A. Select Proposed Order/Judgment (Supporting) from the drop-down menu.
*Unless you arefiling into an Eminent Domain case, do NOT select Proposed Order/Judgment -
Condemnation (Supporting). See note below for more details regarding the Proposed
Order/Judgment — Condemnation document type.

B. Enterthe document title without special characters.

C. Pressthe ‘Browse’ button. A pop-up window will open. Select your save file from the ‘Choose
File to Upload’ dialog box and press the ‘Open’ button. You can upload any single file up to
10MB. The chosen document must be uploaded in an editable format suchas .docor .docx.

D. Pressthe ‘Save’ button. Depending on the size of your file, this attachment process could take
several minutes. When the attachment process is completed, this ‘Attach Document’ window
will automatically close.

Note: Proposed Orders/Judgement of Condemnation and Proposed Orders of Immediate
Possessionin Eminent Domain cases should only be used when filing into Eminent Domain cases.
This option allows the specific types of proposed orders normally filed in Eminent Domain cases to
be filed as a PDF rather thanin an editable format as required for all other types of proposed
orders. This allows filers toinclude legal descriptions of property in their orders

Arizona Supreme Page 4 of 4 ESU40H-031221



